Acquisition Career Management Information System (ACMIS)

June 2007 Release Notes

Self Registration - Update ACMIS to provide a method for users to register as a new
member in ACMIS. This feature will be used by individuals who do not have a record in
ACMIS (Contracting Officers, Project, Program Managers). This feature will replace the
need for agency administrators to create a shell record for an employee who does not
have a record in ACMIS that would have been received via the OPM CPDF process.
Agency Program Administrators and the System Administrator will have access to
approve registration request, once approved the user is notified via email to proceed with
the creation of a user account.
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ACMIS: Login or Register

Login

Help

Are you new to ACMIS?
Analysis and Reports
Use this link if you are new to the ACMIS system and need to register a new membership,
Register as a new ACKIS member

Use this link if you are already a registered ACMIS member and are creating a user account,
Create a new user account

Already an ACMIS user?
Login to update your information:

Username:
Passumrd:

Forgot your password?

Warning
Your account will be locked after five (5) unsuccessful login attemnpts.
This will also preventyou from using the Forgot your password? option,

Please Use the Forgot your password? option before you exceed the maxirurn number of failed login
attempts,
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Register as a new ACMIS member - A new link to register as a new ACMIS member has
been added. This will allow the user to create an account in ACMIS. The agency
administrator or ACMIS administrator will need to approve the request which will allow
the user to proceed to the next step of creating a user account and registering.
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Logged in as: systemadministrator Last kogin: 05/30/2007 9:444M | Logout
: System Management [5)
My Information i
System Management 11 cuctar Management area allows a restricted group of users the abiity to make global changes to the
Help following groups.
Acauisition Position and
Resporisibility Acguisition Position and Responsibility: #Manage Acquisition Positions and Responsibilities for agencies.
Mandatory Treining Mandatory Training Group: Manage Mandatory Training Groups, and their individual mandatory training
Group items
Warrant Levels
Wiarrant Levels: Manage agency warrants.
bAgency Bureau Branch  — ——— o
Agency Certification Agency Bureau Branch: Allows the creation of new branches within a given Agency or Bureau
Bgency Monitor
i gency ification: i ificati i
Agency Adrinistrator f;\ eln Certification: Manage the list of certifications required by an agency on an agency by agency
asis
0P, Transfer
Reset User Password Agency Manitor: Manage the employees who have the ability to monitor other employees
Agency Specified Field
: ; Agency Administrator: Manage the employess who have administration rights over an agency
Registration Requests
Analysis and Reports !-\lgeng‘ Sgemﬁed F1elq Create and Manage a unique agency defined field and the values contained in the
field [i.e.regions, offices etc)
You are a(n): Registration Requests: Manage the requests for user self registration
Employee
Administrator
=
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Registration Requests - A new section has been added to the “System Management”
module to review, approve, reject request for user registration. Once an action (approved
or rejected) is taken by the administrator, the user is notified via email of the action and
next steps are provided.

Training Module — Updated the “Create Training” screen to allow users to enter the
training provider and course information rather than having to search and select from a
lengthy table. This feature improves the data entry process and eliminates the
requirement for agency administrators to maintain the Provider/Course table in ACMIS.
The list of providers and courses was quite extensive and required the user to make
unnecessary additional steps to enter training information.
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Logged in as: sandtest Last login: 05/30/2007 11:234M | Logout
: Employee Management: Create Training ¢
My Information ol
Help This screen allows you to create course information that an emplovee has taken.
Change My Password
My Record Changes Training Provider: * DAL
Analysis and Reports Title of Training Course: * |Contracting 101
idditional Motes:
You are a(n): Testing entry of training information without having to
Employee refer to list of providers and courses,
Course Start Date {mm fdd fyyyy):
[01/01/2008
Length {in hours):
[24 =
Estimated Cost
I
Estimated Completion Date {mm/dd Ay
[ ]
actual Completion Diate {mm /dd Ayyyyl:
011072008
Has training been complated?
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Create Training — User can enter the name of the Provider and Course description rather
than having to select the Provider and Course from a lengthy list which was maintained
by the agency administrators.

Help Desk Contact Information — Modified the contact information for the ACMIS Help
Desk to reflect email questions/issues to questions@fai.gov or by calling 703-805-2300.
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ACMIS: Contact Us

Thank you for visiting ACMIS.gov, To better serve you, we want to know what vou think! How can we

Analysis and Reports rmake this site more helpful? Please give us your feedback and comments by completing our survey page.

Comiments regarding accessibility or technical problerns with our web site should be sent via email to

We read all feedback, but please understand thatwe cannot respond directly to each survey or email,

The ACMIS Helpdesk can be contacted at telephone # 703-805-2300,
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